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GOVERNMENT OF 

THE VIRGIN ISLANDS OF THE UNITED STATES 

 

 

Request for Proposal – Negotiation 

Professional Services 
 

 

To: ……………………………………………….        Date: April 19, 2021 

 

     …………………………………………….......        RFP No.  028-T-2021 (P) 

 

 

 Pursuant to 31 V.I.C. 236 (i) and Rules and Regulations thereunder issued, the 

Government of the Virgin Islands, hereinafter referred to as GVI, Department of Property and 

Procurement shall receive proposals for the work described below. Proposals shall be received 

no later than Tuesday, May 18, 2021 at 4:30 p.m. Atlantic Standard Time. 

 

 

DESCRIPTION OF WORK:   

 

This Scope of Services (SOS) is to conduct Biennial Physical Inventory Count of Federal 

Assets for the Department of Education in the U. S. Virgin Islands.  

 

 

NEGOTIATED PROCEDURES: 

 

 The Commissioner of the Department of Property and Procurement will appoint a 

Selection Committee to assist in the evaluation and selection of the Contractor. Accordingly, 

proposals shall be reviewed and rated on the selection criteria outlined in the “Factors for 

Discussions”. After reviewing and rating the proposals the Committee will select for discussions 

from the firm/s or person/s deemed to be the most highly qualified to provide the services 

herein required. The Committee may select to conduct discussions and/or oral presentations 

from the firm/s or person/s, not less than two (2) deemed to be the most highly qualified.   

 

 

FACTORS FOR DISCUSSIONS 

 

 Selection criteria will include (i) Professional qualification, registration and general 

reputation of principals of the firm or person; (ii) the extent to which the firm or person 

specializes in or has provided services of a type and scope similar to the hereunder; (iii) 

familiarity with the location (s) in which services will be performed; (iv) project approach and 

capability of meeting schedules; and (v) quality of performance on other similar projects.  
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Proposals will be evaluated according to the following criteria in descending order: (a) 

Qualifications (b) Responsiveness (c) Experience (d) References and (e) Cost. The Selection  

Committee may, at its option, request any or all proposers to participate in on-site or virtual 

interviews.  

 

 NEGOTIATION: 

  

 The Selection Committee shall recommend to the Commissioner the highest qualified 

firm or person with whom a contract shall be negotiated as a result of the Committee’s 

scores from the written proposals or discussions-oral presentations, if conducted. The 

Commissioner, with the assistance of the Selection Committee, shall attempt to negotiate a 

contract with such firm or person. 

 

 Should the Commissioner be unable to negotiate a satisfactory contract with the firm 

considered to be the most qualified, at a price he determines to be fair and reasonable to the 

Government, negotiations with that firm will be formally terminated. Negotiations will then 

commence with the second most qualified, the third most qualified or additional firms, in order 

of preference, and shall continue until an agreement is reached. 

 

  

 

             Anthony D. Thomas  

                             Commissioner   

                                    Property and Procurement 
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INSTRUCTION TO PROPOSERS 

 
A.  NOTICE 

 

RFP-028-T-2021 (P) Conduct Biennial Physical Inventory Count of Federal 

Assets for the Virgin Islands Department of Education  
 

Information provided in the scope of work is to be used only for purposes of preparing a 

proposal. It is further expected that each bidder will read the scope of work thoroughly, for 

failure to meet certain specified conditions may invalidate the proposal. 

 

The Government of the Virgin Islands, herein after referred to as GVI, reserves the right to reject 

any or all proposals or any portion thereof and to accept the proposal deemed most advantageous 

to GVI. Price shall not be the sole criterion of awarding this project. Scope and quality of work 

proposed and the ability of the bidder to complete this type of project shall also be considered. 

 

Applicants are requested to submit proposals on the basis of the scope of work. Alternative 

proposals recommending new features and technology other than that requested in the scope of 

work will receive consideration providing such new features and/or technology is clearly 

explained. Any exceptions to the requirements requested herein must be clearly noted in writing 

and be included as part of the proposal. 

 

The information contained herein is believed to be accurate but is not to be considered in any 

way as a warranty. Request for additional information clarifying the Scope of Work should be 

directed in writing to Assistant Commissioner of Procurement, Lisa M. Alejandro at 

lisa.alejandro@dpp.vi.gov. 

      
 

B.  STATEMENT OF PURPOSE 

 

To assist the Government of the Virgin Islands in meeting the requirement for the 

following services: RFP-028-T-2021 (P) Conduct Biennial Physical Inventory 

Count of Federal Assets for the Virgin Islands Department of Education  
 

 

C.  PROPOSE SCOPE OF WORK 

 

 I.   GENERAL INFORMATION 
 

 A. PURPOSE / OVERVIEW 
 

The Virgin Islands Department of Education (VIDE) is seeking an experienced 

and qualified contractor to conduct a physical inventory count of its assets 

over $500 purchased with U.S. Department of Education funds. Specifically, 

the VIDE is seeking a contractor with experience conducting physical 

mailto:lisa.alejandro@dpp.vi.gov
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inventory counts in schools’ districts with an emphasis on equipment 

purchased with Federal dollars. 

 

As part of the Special Conditions imposed on VIDE's Federal Grant awards 

by the U. S. Department of Education, the VIDE is required to account for 

equipment purchases valued over $500 as well as other high-risk equipment 

regardless of price. The VIDE is required to comply with 2 CFR §§ 

200.313(d)(2) which requires that a physical inventory be conducted at least 

every two (2) years. Specific to this statement of work, the VIDE must 

comply with the following requirements: 

 

• The VIDE must ensure that all tangible personal property procured 

under United States Department of Education (ED) Grants are managed 

in accordance with the requirements of 2 CFR §§ 200.313 (a) and (c)-

(e) to ensure that such property with a purchase prices of $500 or 

greater in addition to high-risk equipment is properly inventoried, 

maintained and stored to prevent loss, damage or theft of such 

property. 

 

• The VIDE must conduct a biennial inventory of assets with a purchase 

price of $500 or greater, in addition to high-risk equipment 

reconciliation and the inventory of the property records maintained in 

VIDE’s fixed asset system of record. 

 

The contractor will be responsible for conducting a physical inventory 

count that will include the following activities: 

 

1.  Physical inventory count planning & preparation 

2.  Conducting the physical inventory count 

3.  Performing the inventory reconciliation 

4.  Delivering the final report 

 

B.       BACKGROUND 
 

 Virgin Islands Department of Education 

 The VIDE consist of two school districts, the St. Thomas/St. John district and 

 the St. Croix district. As such, the school operations and assets to be inventoried 

 are located on three islands; St. Thomas, St. John, and St. Croix. The total 

 number of assets to be inventoried numbers approximately 25,812. The table 

 below provides a breakdown of assets by island and the number of school and 

 activity center locations: 

 

 

 



Form No. DPP-RFP-PS-68-75 
Approved 5/7/75 

Revised 3/18/2008 

Revised 11/9/2020 

 

-5- 

 

 

Table 1 - Breakdown of Assets by Island and Number of Locations 

 

 

Currently, the VIDE uses BMI TransTrak PPC software and BMI AssetTrak PPC 

handheld scanners to tag, scan, verify, and validate inventory. This works by downloading 

the assets from the VIDE fixed asset system of record to the BMI TransTrak PPC software 

and subsequently importing the data into the handheld scanner. Once the data is imported 

into the handheld scanner, the staff is able to scan all the assets at a designated location and 

produce automated exception reports by location. Contractors must describe the approach, 

equipment, and process they will use to conduct the physical inventory count. 

The biennial inventory process requires verification of the accuracy of the Fixed Asset/ 

Equipment records and assures that the item(s) is physically present and accounted for. 

Contractors must describe the approach, equipment, and process they will use to conduct the 

physical inventory count. 

 

The data collected and maintained for each fixed asset record includes the following:  

 

• Asset Description 

• Model 

• Serial Number  

• Tag# 

• Location 

• Location Description  

• Floor Number  

• Room Number  

• Custodian 

• Unit Cost  

• Invoice Amount 

• Acquisition Costs 

 

C. OBJECTIVE 

  

  The objective of the physical inventory count is to ensure that all assets   

  purchased by  the VIDE with U.S. Department of Education funds are   

  properly accounted for. In addition, the objective is to ensure that any lost,  

ISLAND ST. THOMAS ST. CROIX ST. JOHN  TOTAL 

Number of Locations 43 46 4 93 

Number of Active Federal Assets 
(Yellow Tag) 9143 10021 448 19612 

Projected Number of new Assets 
as of March 2021 - Feb 2022 3000 3000 200 6200 

GRAND TOTAL 12143 13021 648 25812 
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  damaged, stolen, or disposed property is properly documented, quantified, and  

  accounted in VIDE’s fixed asset system of record. At the conclusion of  

  the physical inventory count and subsequent recording of expectations,  

  the primary objective is to ensure that all equipment in the VIDE’s fixed  

  asset system of record matches the equipment that is in the schools   

  and activity centers. 

 

D. ADMISTRATIVE STRUCTURE 

 

Mrs. Racquel Berry-Benjamin, Commissioner, heads the Virgin Islands 

Department of Education. The Department has two (2) school districts, the St. 

Thomas St. John School District, and the St. Croix School District that are 

managed and directed by Insular Superintendents. The official physical and 

mailing to be used for any correspondence or delivery of paper reports address 

for the VIDE is as follows: 

 

  Virgin Islands Department of Education  

  1834 Kongens Gade 

  St. Thomas, US Virgin Islands 00802-6742 

 

Honorable Anthony D. Thomas, Commissioner of the Department of Property and 

Procurement (DPP), and other personnel at DPP, will manage the bidding, 

negotiation, and contractual processes. DOE’s Division of Procurement will serve 

as the liaison between the selected contractor and agencies of the Virgin Islands 

Government in contract preparation. 

 
E. CONTRACT TYPE   

   

 The contract awarded under this RFP will be for professional services and cost 

reimbursement. No payments in advance or in anticipation of services or 

supplies to be provided under the contract shall be made by the Government. 

 
 F. CONTRACT TERMS 

   

Unless otherwise agreed pursuant to negotiations, the term of the contract 
awarded under this RFP shall be for a period of one (1) year, commencing on 
January 1, 2022- December 31, 2022. 

   

 G. SELECTION OF CONTRACTOR 
  

A contract shall be negotiated with a proposer deemed to be the most qualified 

and responsive to this solicitation. Such a proposer is one, which has financial, 

technical, and other resources that indicate an ability to perform the seivices 
required by this solicitation. A number of factors may influence the 
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Government's decision in selecting the provider. These factors include, but are 

not limited to, proposer's ability to deliver requested services in a timely 
manner; reputation, qualifications, experience, familiarity, and specialty in 

providing similar services; quality of supporting resources; and responsibility 

status. 

 

  The proposer shall also meet the following requirements: 

  (1)   Provide description of the proposer’s organization. 

  (2)   Provide history and background of organization. 

  (3)   Provide a description of previous experience including years of   

          relevant experience required for the project. 

  (4)   Demonstrate ability and capability to deliver on all aspects as    

                described in Section II. 

➢ Proposers should present their vision of how they propose meeting DOE’s 

needs and identify the overall approach to the project, define the scope of 

their offered services, and how they propose to meet the Scope of 

Services and Deliverables as defined in this RFP. 

  (5)   Provide at least three (3) professional references (project references). 

  (6)   Demonstrate the ability to perform services on-site in DOE’s facilities. 

 
 H. INFORMATION MEETING 

 

  Interested proposers may attend a Pre-proposal Conference held by the   

  Department of Property and Procurement on Friday, April 30, 2021 at 10:00am  

  via Microsoft Teams, to review the specifications and to clarify any questions.  

  
 I. INCURRED COSTS 

   

  The Government of the Virgin Islands is not liable for any cost incurred by the  

  proposer prior to the signing of a contract by all Parties. 

 
 J. LATE PROPOSALS 
 

  Any Proposal received after the exact time specified for receipt will not   

  considered. 

 
 K. GIFTS FROM CONSULTANT 
 

VIDE's officers, employees, or agents shall neither solicit nor accept 

gratuities, favors, or anything of monetary value from contractors or potential 

contractors. To the extent permissible under local laws, rules, or regulations, 

such standards shall provide for appropriate penalties, sanctions, or other 

disciplinary actions to be applied for violations of such standards. 
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 L. LICENSES, FEES & TAXES 

 

  1.   The selected contractor shall be responsible for paying all applicable taxes and 

         fees, including but not limited to, excise tax, local income tax, and payroll  

         and withholding taxes for its employees. The contractor shall hold   

         Government harmless for all claims arising from payment of such taxes and  

         fees. 

 

  2.    The selected contractor shall obtain, and post as required, all licenses,   

          insurances, permits, and certificates as required by federal and local laws,  

          rules and regulations, and policies. 

 

 M. PROPOSAL FORMAT 
 

  Each proposal must also meet the following requirements: 
   

  Part I: Narrative 

1) Table of Contents 

   This section must contain a table of contents. All major parts of the 

   proposal must be identified by page numbers. 

 

   2)   Executive Summary/Proposal Overview 

   This section must describe the salient features of the proposal. It   

    must contain an overview of the proposer’s company background   

    and qualifications and must condense and highlight the contents of  

    the proposal to provide a broad understanding of the entire proposal.  

    The Executive Summary should include conclusions and generalized  

    recommendations. Pricing information must not be included in the  

    Executive Summary. 

 

   3)   Required Parts and Documents 

   The proposal must include components of Section I. F. 

  

   4)   Technical Response 

   Demonstrate ability and capacity to provide services described in Section  

   II. In this section, proposers should present their vision of how they  

   propose meeting the Government’s needs and identify the overall   

   approach to the project, define the scope of their offered services, and how 

   they propose to meet the Scope of Services as defined in this RFP.  

 
 Part II: Cost Proposal 
   

  The proposer's proposal shall provide the proposed compensation for the  

  services   to be provided as described in Section II. Travel costs shall be included 

  in the total cost of the contract and identified separate from compensation for  

  services and other costs.  
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 II. SCOPE OF SERVICES 
 

 Overview of Services 

 

 The purpose of the physical inventory count is to ensure that all assets purchased by 

 Virgin Islands Department of Education with Federal dollars are properly accounted 

 for. The objective is to ensure that any lost, damage, stolen, or disposed property is 

 properly documented, quantified and accounted for in VIDE's fixed asset system of 

 record. At the conclusion of the physical inventory count and subsequent recording 

 of exceptions, VIDE is to ensure that all equipment in VIDE's fixed asset system of 

 record match the equipment that are in service in the schools and activity centers.    

 

The selected Contractor shall perform, in fulfillment of the purpose of the 

Contract, if awarded specific services that have identified herein as Activity 1, 

Activity 2, Activity 3, and Activity 4. Activities 1 through 4 are the subject of the 

Contract which includes: 

 

1. Physical Inventory Count Planning & Preparation 

2. Conduct Physical Inventory Count 

3. Inventory Reconciliation 

4. Final Report 

 

 Duties of the Contractor 
 

  Activity 1: Physical Inventory Count Planning &Preparation 

 

 TASKS 

 

• The contractor will gather and review documents, policies and procedures 

pertinent to VIDE’s existing process to receive, tag, scan, deliver, and manage 

its inventory in compliance with existing CFR regulations; 

• The contractor will acknowledge that they understand the  app rox imate  

vo lume o f  i nven to ry  and  that  the physical inventory will be conducted 

on three (3) islands (St. Thomas, St. Croix, and St. John) as specified in this 

RFP; 

• The contractor will identify the number of resources required to conduct the 

physical inventory count; and 

• The contractor will describe how it will prepare scanners to be used for 

the physical inventory count or the equipment/process that it will use to 

physically identify and reconcile the inventory; and 

• The contractor will document the procedures and methodology that will be 

utilized to conduct the physical inventory. 

  

  

 



Form No. DPP-RFP-PS-68-75 
Approved 5/7/75 

Revised 3/18/2008 

Revised 11/9/2020 

 

-10- 

 

 

 Deliverables for Activity 1 

 

 The selected contractor will provide the following deliverables for the physical inventory 

 count planning and preparation activity for approval by VIDE prior to the 

 commencement of the physical inventory: 

 

• Submit a report that outlines the contractor's understanding of existing VIDE 

inventory policies and procedures along with procedures and methodology that 

will be utilized to conduct the physical inventory; 

 

• Submit a project work plan - complete with timelines and milestones to complete 

the physical inventory count and including anticipated date of completion; and 

 

• Submit a deployment strategy that specifies the scheduled dates by island, school, 

and activity center outlining when the contractor will be conducting counts at 

specified locations. 
   

  Activity 2: Conduct Physical Inventory Count 
 

 TASKS 

Based on the work plan and deployment strategy developed in Activity 1, the selected 

Contractor will conduct the physical inventory count. VIDE will provide a data file in 

Microsoft Excel of all assets by location for import into the scanners. This task is expected 

to commence in February 2022 and completed by April 2022. 

Deploy team 

• Coordinate with VIDE based on the deployment strategy schedule, to ensure the 

selected Contractor has appropriate access to facilities and appropriate staff are 

available to answer questions so that a complete and accurate inventory at each 

location is conducted. 

• The selected Contractor's access to facilities will be facilitated by DOE's 

representative/s. Facilities and/or areas that are not available or inaccessible to 

be inventoried while the selected Contractor's team is at a scheduled location 

will not be inventoried as scheduled. 

• The selected Contractor shall notify VIDE's representative/s immediately and 

within thirty (30) minutes wait of any scheduled sites/locations that are 

inaccessible or not available. The· selected Contractor and VIDE shall re-

schedule the physical inventory count of such site. 
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 Conduct Physical Count 

 

• The selected Contractor will use the list of assets from VIDE's fixed asset system 

of record as the baseline to reconcile against; 

 

• The selected Contractor will prepare hand-held scanners to be used for the 

physical inventory count or the equipment/process that it will use to physically 

reconcile the  inventory; 

 

• The selected Contractor will count all assets with the "blue" Federal asset tag or 

white with a "blue" stripe Federal asset tag affixed, either with barcode scanners 

or the Contractor's chosen equipment/process of choice; 

 

• The following data about each inventoried item will be captured/validated: 

▪ Assets Tag Number 

▪ Asset Description 

▪ Facility/Building/Location/Location number 

▪ Floor 

▪ Room 

▪ Manufacturer (if apparent) 

▪ Model or product number (if readily available) 

▪ Serial number (if available) 

▪ Old Tag Number (if readable for deteriorated "retagged" items) 

▪ Disposition Code (will be coded "e-waste" of assets identified as 

candidates for disposition by VIDE) 

   

• The selected Contractor must document all Exceptions including physically 

present or absent equipment with documented explanation and those untagged, 

wrongly tagged or with deteriorated tags etc. as outlined below; 

 

▪ VIDE will notify staff with home use authorization to ensure that 

equipment is available on the day of the physical count at their respective 

locations to ensure these assets are not listed as lost, stolen, disposed, or 

moved. Assets on the inventory list but not physically available to count 

due to them being lost, stolen, disposed, undergoing repair, or moved 

should be documented. If documentation is available, obtain a copy of it. 

Documentation can include home use authorization forms, transfer of 

property forms, police reports, affidavits, disposal records, or any other 

documentation that would show the status of the equipment if no 

documentation is available, the Contractor will note the exception; if 

applicable. 

▪ Assets physically present but not on physical inventory list (delivered not 

tagged) and purchased with federal funds; 

▪ Assets with deteriorated tags; 
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▪ Fixed assets with missing or incorrect data (e.g. missing/incorrect serial 

number). Gather the data for entry or correction into the system of record; 

▪ Any other exceptions that are not mentioned above. 

 

 Deliverables for Activity 2 

 

 The selected Contractor will provide the following deliverables for the physical 

inventory count activity: 

 

• Intermittent inventory reports by location - A draft inventory report of each 

location will be provided to VIDE within 24 hours of completion of each site. 

Data provided in the report will include: 

 

▪ Property Tag 

▪ Status-Validated, Missing, Added, Moved  

▪ Description 

▪ Manufacturer  

▪ Model 

▪ Serial 

▪ Floor  

▪ Room 

▪ Disposition Code "e-waste" 

▪ Any other data fields that are collected in the field or in the VIDE asset 

ledger may also be included in the intermittent report requested by VIDE. 

 

• Narrative Report detailing all issues or challenges the selected Contractor’s 

team encountered out in the field; specifically identifying the particular 

location/site. The selected Contractor shall highlight all anomalies in the data 

or tags that were replaced during the physical inventory count. 
 

• Report by island, school, and activity center locations showing exceptions 

between the assets in the system of record and the physical count. The report 

should detail the following by location: 

▪ "NOT FOUND" Assets - Assets on inventory list but not physically 

available to count due to the asset being lost, stolen, disposed, 

undergoing repair, locked rooms or unaccounted for. If documentation is 

available obtain a copy. Documentation can include home use 

authorization forms, transfer of property forms, police reports, 

affidavits, disposal records, or any other documentation that would 

show the status of the equipment. If no documentation is available, 

the Contractor will note the exception; 

▪ "ADDED" Assets - Assets physically present but not on physical 

inventory list and found to be purchased with Federal funds; 
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▪ "RETAGGED" Assets - Assets with deteriorated or missing property tag 

and updated with a new property tag. 

▪ "UPDATED" Assets" - Any other exceptions that are encountered 

and/or any data such as serial number or model number that has been 

updated. 

▪ "MOVED" Assets -Assets physically present but identified at a 

location that differs from inventory listing. (Example: inventory 

listing location=150, room 10; physical inventory identifies asset at 

location=150, room 5). 

▪ "VALIDATED" Assets - Assets physically present and identified 

without any changes and or any of the above- mentioned exceptions. 

• Report by island and school and activity center location of missing fixed asset 

data (e.g. missing or incorrect serial number) that the contractor gathers during 

the physical inventory count. 

 
  Activity 3: Inventory Reconciliation 

 

 TASK 

  

 The selected Contractor will provide a reconciliation by school and activity center 

 location with executive summaries by school districts (St. Thomas/St. John and St. 

 Croix) and an overall VIDE summary. The selected Contractor shall reconcile the 

 fixed assets based on the assets' tag numbers and serial numbers to ensure proper 

 identification of assets in the event tags become illegible or detached. The reconciliation 

 will be conducted by comparing the inventory in the system of record (provided in 

 Microsoft Excel format) to the physical inventory actually counted. The inventory will 

 be completed by reconciling the total number of assets in the system of record to the 

 assets actually counted. 

 

Example of inventory reconciliation for a specific location: 

 

Assets Dollar 

Value 

Total Assets per 

System of Record 

 

100 
 

$100,000 

Total Physical 

Assets Counted 

 

90 
 

$90,000 

Difference 10 $10,000 
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Reconciliation of Difference 

 

Missing 6 $6,000 

Moved 3 $3,000 

Added 1 $1,000 

Total Difference 10 $10,000 

 

The reconciliation must also show the following by location:  

 

• Assets matched; 

• Assets that are missing, added, retagged, moved and updated; and  

• Dollar value of missing, added, retagged, moved and updated. 

 

Supplemental Reconciliation Information will include: 

 

• Specific assets delivered but not tagged (federally funded purchases only) and  

• Specific assets physically present but not in system of record. 

 

 Deliverables for Activity 3 

 

• The selected Contractor will provide the following deliverables for the inventory 

reconciliation activity: Physical inventory reconciliation by location. 

➢ Inclusive of supplemental reconciliation information that includes: 

- Specific assets delivered but not tagged (Federally funded purchases 
only) 

- Specific assets physically present but not in system of record 

- Specific assets for each exception category 

 

• Executive summary by School District (St. Thomas/St. John and St. Croix); and 

• Executive summary VIDE assets overall. 

 
 Activity 4: Final Report 
 

TASKS 

 

Upon completion of Activities 1 through 3, the selected Contractor will provide a final 

report that documents the results of the inventory count as well as their recommendations 

for VIDE relative to the physical inventory count based on the work completed for this 

project. 
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 Deliverables for Activity 4 

  

 1)  Generate and deliver a written final report, which shall include: 

• The results of the inventory count; 

• Recommendations for YIDE relative to the physical inventory count based on the 

work completed for this project; and 

• Suggestions for improving the next physical inventory. 

 

 2)   Generate and deliver an inventory count report for each location; 

 3)   Generate and deliver a consolidated inventory count report; and 

 4)   Generate and deliver a report on the value of the physical inventory. 

 

Duties of the Department 

 
The Department shall ensure that: 

The selected Contractor will be given access to all areas of VIDE's facilities, 

containing items to be inventoried. 

The selected Contractor is provided with facility locations and floor plans 

and/or other appropriate information to facilitate the inventory process prior to 

starting the project. 

The selected Contractor and VIDE shall meet to re-schedule sites that were not 

available or inaccessible during the scheduled physical inventory count. 

The selected Contractor receives the following data in Microsoft Excel format: 
 

• Asset Listing - Listing must include the bar code property tag number and 

all data  fields required by VIDE for validation. 

• Location Table - listing of location names and location codes. 

• Asset Description - listing of asset type. 

 

III.  NON-PERFORMANCE BY SELECTED CONTRACTOR 

 

 In the event of the selected contractor’s non-performance under the subsequent contract 

 and/or the violation or breach of the contract terms, the Government shall have the right 

 to pursue all administrative, contractual, and legal remedies against the contractor and 

 shall have the right to seek all sanctions and penalties as may be appropriate. Further, 

 either party shall have the right to terminate the contract with or without cause upon the 

 agreed upon written notice to the other party specifying the date of termination. 

 

IV.   CONTRACTUAL REQUIREMENTS 

 

All bid proposals and subsequent contract and supporting documents (if selected) must 

reflect the legal name of entity. Supporting documents that must be submitted prior to 

contract execution and within the time established by the Government shall include, but 

not be limited to, the following: 
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(1)  Current Virgin Islands Business License issued to the legal name of record of the 

entity by the Government of the Virgin Islands, Department of Licensing and Consumer 

Affairs; and if applicable, copy of current business license issued by state, city or county 

in which the foreign corporation is operating. 

(2)  One (1) current Certificate(s)of Good Standing/Existence, in legal name of the 

Contractor by the Virgin Islands Office of the Lt. Governor, Division of Corporations and 

Trademarks; and if company is not locally formed, an original Certificate of Good 

Standing, Certificate of Existence, or Certificate of Status from the state of registration.  

Certificate must be dated on July 1, 2020 or later. 

(3)  Certificate of Issuance or Renewal of Trade Name issued by the Virgin Islands 

Office of the Lt. Governor, Division of Corporations and Trademarks, if applicable. 

(4)   Articles of Incorporation or Organization, as applicable; or documents governing 

operation. 

(5)   By-Laws, Operating Agreement, or Management Agreement, as applicable.  

(6)  Certificate of Liability Insurance indicating proof of coverage of Professional 

Liability Insurance and General Liability/Public Liability Insurance - each of no less 

than [Two Million Dollars and Zero Cents ($2,000,000.00)] for any one occurrence. The 

Contractor must provide a Certificate of Liability Insurance and 

Declaration/Endorsement pages that indicating that the Government of the Virgin 

Islands, Department of Education, is as “certificate holder” and an “additional insured” 

on the General Liability/Public Liability Insurance.  The Professional Liability 

Insurance must cover the services to be provided under the contract and the Government 

of the Virgin Islands must be indicated as a certificate holder. Copies of said insurance 

policies must be submitted. 

(7)   Certificate of Resolution, as to the authorized negotiator and signer of a contract. 

(8)   Certificate of Virgin Islands Government Insurance. 

(9)  System for Award Management (SAM) Debarment certification form issued by GSA 

(www.sam.gov).  

 

Please note the above-referenced documents are subject to modification at the 

Government’s discretion. Any silence, absence, or omission from the contract 

specifications concerning any point shall be regarded as meaning that only the best 

commercial practices are to prevail. All contractual documents including insurance 

certificates/policies must be kept updated and maintained throughout the term of the 

contract. 

 
D.  TIMETABLE 

 

1.  Pre-Proposal Conference will take place on Friday, April 30, 2021 at 10:00 a.m. 

Atlantic Standard Time by the Department of Property and Procurement via Microsoft Teams. 

 

Microsoft Teams Meeting Link 

       Click here to join the meeting  

http://www.sam.gov/
https://teams.microsoft.com/l/meetup-join/19%3ameeting_YzYxMjE0ZGQtNjczYS00Y2Y4LWE0ZTYtMDliMGM1Y2UzNDU4%40thread.v2/0?context=%7b%22Tid%22%3a%22c6c12b25-87cc-4f04-8d48-314ff405b090%22%2c%22Oid%22%3a%226f2246bf-7634-453d-bc4f-ba1a5df10437%22%7d


Form No. DPP-RFP-PS-68-75 
Approved 5/7/75 

Revised 3/18/2008 

Revised 11/9/2020 

 

-17- 

 

 

2.  Last Day for Written Clarification is Friday, May 7, 2021 at 12:00 noon Atlantic    

Standard Time. 

 

 

E.   SUBMISSION OF PROPOSAL 

 

All interested parties shall submit one (1) electronic copy of proposals in PDF format, which are 

to be submitted to the Department of Property and Procurement no later than Tuesday, May 18, 

2021 at 4:30 p.m. Atlantic Standard Time.  

 

Electronic submissions which must include the Company’s Name – Solicitation Number – Due 

Date in the Subject Line of the email. For Example, ABC Company, Inc. – RFP No. 028 – T-

2021(P) – May 18, 2021. 

The First Page of each electronic submission must also include Company’s Name – Solicitation 

Number and Due Date. The second page of each electronic submission must only contain the 

following words in red font: “CONFIDENTIAL BID SUBMISSION” 

 

All electronic submissions must be received at ebids_proposals@dpp.vi.gov no later than the 

date and time listed in each advertisement. There will be no exceptions. 

 

 

F. WITHDRAWALS OF PROPOSAL 

  

A proposal may be withdrawn at any time prior to the time specified as the closing time 

for acceptance of proposals. However, no proposal shall be withdrawn or canceled for a 

period of thirty (30) days after said closing time for acceptance of proposals nor shall the 

successful provider withdraw, cancel or modify the proposal, except at the request of 

GVI after having been notified that said proposal has been accepted by GVI. 

 
G.   INTERPRETATION OF SPECIFICATIONS 

 

If any person contemplating submitting a proposal requires clarification of any part of the 

scope of work, he/she may submit to the GVI a written request for an interpretation 

thereof to the Assistant Commissioner of Procurement, Lisa M. Alejandro at 

lisa.alejandro@dpp.vi.gov. GVI will not respond to questions received after the above 

established date. The person submitting the request will be responsible for its prompt 

mailto:ebids_proposals@dpp.vi.gov
mailto:lisa.alejandro@dpp.vi.gov
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delivery. Any interpretation of the scope of work will be made in writing to all 

prospective providers. Oral explanations will not be binding. 

 

 

H.  CONSIDERATION OF PROPOSAL 

 

 The Commissioner of Property and Procurement shall represent and act for GVI in all 

 matters pertaining to the scope of work and contract in conjunction therewith. This RFP 

 does not commit GVI to the award of a contract, nor pay of any cost incurred in the 

 preparation and submission of proposals in anticipation of a contract. GVI reserves 

 the right to reject any or all proposals and to disregard any informality and/or 

 irregularity in the proposal when, in its opinion, the best interest of GVI will be 

 served by such action. Proposals failing to provide some of the items in the scope of 

 work shall not be rejected per se but any deviations from the scope must be clearly noted. 

 

 

I.  ACCEPTANCE OF PROPOSALS 

  

 GVI will notify in writing acceptance of one of the proposals. Failure to provide  any 

 supplementary documentation to comply with the respondent’s proposal may be 

 grounds for disqualification. 

 

 

J.  CONTENTS OF PROPOSAL 

  

 The following is a list of information to be included in the written proposal. The 

 documents listed under this section are required for submission of a proposal in response 

 to this RFP and failure to comply with any requirement as outlined may disqualify the 

 respondent.  

 

1.  Organization: 

 

a.  Introductory letter about the respondent: 
 

i.  Name, address, email and telephone numbers. 

ii.  Type of service for which individual/firm is qualified. 

b.   Provide a list of staff available for the project (Local & Off-Territory) 

c.  Current Business License or state register for the services being advertised.  All 

bidders bidding as a Joint Venture must be licensed as a Joint Venture in the US 

Virgin Islands  

d.  Current trade name registration certification; if applicable 

e.  Certificate of Good Standing dated July 1, 2020 or later 

f.  Articles of Incorporation (For Corporations) or Articles of Organization for 

(LLC’s) or Statement of Qualification (Limited Partnerships), if applicable. 

g.  Corporate Resolution or equivalent identifying the person who is authorized to act 

for the respondent with respect to this RFP.         
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2.   Sub-Contractors: 

 

a.  Provide listing of Sub-Contractors that shall be retained for this project including 

phone numbers. 

b.  Provide what percentage of work will be sub-contracted.   

 

3.  Project Experience: 

 

a. Provide a list of projects performed within the last three (3) years.  

Include a brief description of the work performed and cost of each project.  

b. Provide a list of projects currently being performed.  Include a brief description of 

the project and percentage completed.  

 

4.  Project Approach: 

 

a.   The respondent applying to this solicitation will describe how you will approach 

this project and availability to perform the services requested.  

   

5.       References Letters: 3 letters minimum related to the projected being solicited. To obtain 

maximum allotted points, each letter must: 

a. Include information about past performance on similar project from authorized 

representative; 

b. Include a working telephone number; and email address to be contacted; and 

c. Notarized.    

 

6.       Proof of Sam.Gov registration 

 

7.   Cost Proposal must be submitted in a separate file.  

 
 

K.  CONFLICT OF INTEREST 

  

A proposer filing a proposal hereby certifies that no officer, agent, or employee of GVI 

has a pecuniary interest in this proposal or has participated in contract negotiations on 

behalf of GVI; that the proposal is made in good faith without fraud, collusion, or 

connection of any kind with any other Bidder for the same request for proposals; the 

respondent, is competing solely on its own behalf without connection with, or obligation 

to, any undisclosed person or firm. 
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L.  ACCEPTANCE OF CONTRACT TEMPLATE AND OTHER TERMS AND 

CONDITIONS 

 

 By submitting a proposal in response to this RFP, the respondent agrees to accept the 

boilerplate terms and conditions of the Government’s standard Professional Services 

Contract, a copy of which is attached to this RFP, if the respondent is selected for award. 

 

 

M. MANDATORY LIST OF REQUIRED SUPPORTING DOCUMENTS TO 

 CONTRACT WITH GOVERNMENT OF THE VIRGIN ISLANDS   

  

 1.  See Link Below.  

 

THE DOCUMENTS IN THE ATTACHMENT WILL BE REQUIRED FOR 

APPROVAL OF THE CONTRACT WITH THE SUCCESSFUL RESPONDENT.  

  

 MANDATORY LIST OF REQUIRED SUPPORTING DOCUMENTS TO CONTRACT 

WITH GOVERNMENT OF THE VIRGIN ISLANDS.pdf 

https://dpp.vi.gov/sites/default/files/forms/MANDATORY%20LIST%20OF%20REQUIRED%20SUPPORTING%20DOCUMENTS%20TO%20CONTRACT%20WITH%20GOVERNMENT%20OF%20THE%20VIRGIN%20ISLANDS.pdf
https://dpp.vi.gov/sites/default/files/forms/MANDATORY%20LIST%20OF%20REQUIRED%20SUPPORTING%20DOCUMENTS%20TO%20CONTRACT%20WITH%20GOVERNMENT%20OF%20THE%20VIRGIN%20ISLANDS.pdf

